
INSTRUCTIONS: See Publication No. 76-RM-I for instructions on completing this form. Forward,signed'&igkal to 
Department of Archives and History, Records Yanagement Division, 330 Capitol Avenue; Atlanta, Georgia, 30334, 
Attention: Scheduling Section. I 

FOR .________._ AGENCY USE 1. Agency Address FOR RECORDSMANAGEMENT ..._i.. USE 

tpplication Date . : Georgia Department of Publi; Safe ty  

Date Comoleted 

- 
Centra l  Cashier ,  Fiscal  Div is ion  
959 East Confederate Avenue, ~ S f i  . .  . ~~ 

~. ~ I 1'3AN-.2&!9&= Atlanta, GA 30316 I"p" 0 2 1984 . :'_73-45J 
-~ ___-_-. ~- _..__ ~ __ - - - -~ ._P - 

i. Person to Contact Working Title Telephone Number 

t. Action Requested 
HaK?-i ek ___ t=e4LQWL.?- ~ 

Off i ce  Supervisor 656-5898 ~ _ _  .~ ~ 

.;$ a. 13 Establish Retention Schedule; cord will continue to accumulate. 
b. U Dispose of present accumulation; no further accumulation anticipated. 

__- c. E Amend Application No. 2 - d & 8 &  Check On_ee: XX Change; 
L. Dates of Series 
.artiest Latest 

. 

0 Sugercede; U Void -~ 
5. Records Series Title (followed by title used in office; if different) 

9 

Revenue Co l l ec t ion  F i l e  
___-__ ~~ 

. .  
-I __ 

What is the function of the Division and the Office in which this record series i s  created? 

The F i s c a l  Div is ion  i s  r e spons ib l e  f o r  accounting f o r  funds,  
r ece iv ing  and d i sbur s ing  funds and budgeting f o r  funds.  The 
d i v i s i o n . i s  f u r t h e r  r e spons ib l e  f o r  t h e  procurement of supp l i e s  
and equipment, t h e i r  i s suance  and maintenance. The d i v i s i o n  i s  
f u r t h e r  r e spons ib l e  f o r  planning and providing support  t o  these  
ope ra t ions ' i nc lud ing  procedures w r i t i n g ,  forms design,  records  
management, and reproduct ion  se rv ices .  

*airl l!Pss&LL 
i. Division and Office Function 

F i s c a l  Div is ion  
Cent ra l  Cashier 

. .  r 
.~ - _  . ~ ,  ~~ 

. .  ~. ~~ 

I 
~. 

. ~~ 

.~ 
.- ~ ~ 

1. Record .. Series Description I 

Documents relating to: .. 

Revenue Co l l ec t ions  by t h e  Department of P u b l i c  Gafety. 
DPS-704 (8f82). F i l e  arranged - chronologica l .  
inciuded 5::: ' 

This file contains the fo1lowing.documents (include form numbersand rifles, if any): - ' -  

.~ , R~~~~~~ ~ ~ l ~ ~ ~ ~ i ~ ~  Attach samples of the file. .~ . .  
.~ .~ ~. 

.~ ~~ 

Inc ludes  only Co l l ec t ions  Submitt 

1 '1 File isarranged: L\-- -,,"\*pi, cb\\ 

. ,  
I _ _  -. ~- _l~___.__l_ %. Monthly Reference Rate How often are records referred to which are: 

9ne to six months old - 5 ~ ~ -  1 -: Seven to twelve months old 
1 

. ~ ; Thirteen to twenty-four months old &-; 

.~ ;? -. t w a f i v e  ~~ .-~.___.__I months and older I :~k-~~=. 
8.  Annual Rate of Accumulation of Records 

> . <  

Letterissize drawers 14 ; Legal-size-drawers ; Shelves ;Other (specify) ____ ~ . 
JI _. 

R-50-71; Rev.76 - . -  I . -  -(Over) . . - .  . 
. \  . " 



2 . _  - * .a 
,* 

c --* ...> a 
. .  

YES NO 10. Ouertionn&ire (Place an "x" in the proper column) 
a. Is this the official copy of the series? 

b. Does the series contain cohfidential information requiring security handling? I f  yes, cite law or iegulation. ~ 'I 

.I. A- 
X - 
X . 
X 

X 
x 
X 

- X  

- 

X 
x 
-I 1 11. F 

I 9 

__I __ I ' '-l_______ 
c. I s  this a v i ta l  record? 
~d. Does this series have historical or long term-value? 
e. When one orfwo documents in the f i ie make it necessary to keep the entire fi le for a long period, could these 

f. I s  theinformatix&oQLned in this sekever  DU~I~~~~X! I f  Ges. a l & h j o p i , _  
g. Is the'information contained in this seriei'ever analyzed and/or relorded ~. in a summarized report? 

-- . I.. - - . . . .- 

-.- . . .  
ds_ccJ_mentsbcxc&zduled s e o a r a t e l L  ~-~ 

.. . .  
~ , .  ~ - . .  

., .. ,~ ~ . . ~ .. .. . . ~ ~  
-= ~~ -I - 

. .  . . ~  IfLw._anazh COPY. ___ 
If ves. where? ~ - - - _  

-L 
. h. I s  there a duplication of this !.cries in your office, or in anothe; office or agericy? ' - . 1  

,_ 

i. I S . I ! - * J ~ ~ O U  maor p o r t i o r r . a f i ~ ~ e ~ ~ ~ ~ r o f i t m ~ ~  
. .  . ., . , . .  , . ~ .  . f i k c e c i x b e r i a  resvJtina&u:emro.Ge- .~ i Doe 

---2.-- years. 
3 years. 

- _  years. f. Federal retention instructions years. 

~~ 

a. State Law __years. d. Audit period 

c. Federal law 

- 
~- - k Statute of !imitation ---.-.-~e~rs. - e. Administrative need - - ~~ 

- .  ~. . . .. . 
~ ... Attach copy or excert of laws or regulations. Exp,lairi administrative need. 

To verify any cash collections. 
. . , .  

~. 
. -  

. I . .  ~. . .. . ~~ . .  . 
~~ ~ 

. . .  . . .  .~ r . .  .. .. - . :. 
~~ 

,.~- .- __- -~ _II 
~ - ~ . _ - _ I  ~ ____ ~~ 

~~ .. 
12. Approved-Disposition InsTructionl' I This agmc.,, recommrnds that the file series be cut off a t  the end of each: 

I?. Carcr8&r~\iez: T~fC E s c a l  Vea;:''o -&her then, ~~ 

.r .. . . .  .~ 

~. . . ~~ 
. -  
. .. . . ~, . ,  ~ .~ .. .~ . . .  

~ . .  . 
. .  . . .~ .~~ .. . , mo?thlsJ yeer(s); then . ~~ 

. ,  
0 Hold in the current files m a  
0 Transfer to local holding area; hold - . -year(s); tnen 
0 Transfer to State Records Center; hold -::.::---year(s); th6r: 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
a Other /Specify) 

.' 

, .  , --  .~ ~ .~ . 

. ~ ~ .~ , .  ... 

____.~. Central Cashier Copy: 
until state audit has been completed, whichever is sooner; transfer to records center,, 

Office ofOriginal Transaction: . ~- Cut off each FY; hold in CFA 1 year or until audit is 
.completed,., whichever is later ;~  then^ destroy; 

Cut off each fiecal year; hold in current files area 1 year or 

.. .~ ~. ho'ld 3 years;then destroy. '. ~. . 

. . . ,  r 
. ~ .  - .~ . I  - -  . .  

. . .  r .. - .  . .  

. . .. ~ ~~~~ 

. 
.~ -. i - ~~ ~ ~ ~ -~ ~ 

These instructions apply to al l  prior and future accumulations of the series. 

kommendation'r in para- 
lraph 12 are approved. 
'If disapproved, attach letter 
jf explanation.) 
.- 

~ ~~ -~ 



Georgia Department 6f Public Safety 
S taf f  Services I H a r r i e t t e  Clower 

a R E C O R D  WILL CONTINUE T O  A C C U M U L A T E .  

Revenue Collection F i l e  

“What is t h e  function-of t h e  o f f i c e  i n  which t h i s  record s e r i e s  is created? 
- _ ~ _ -  - 

The Staf f  Services Division i s  responsible f o r  personnel administration including recruitment 
and disengagement of personnel and maintenance of personnel records. The d iv i s ion  is f u r t h e r  
responsible f o r  accounting f o r  funds, receiving and disbursing funds and budgeting f o r  funds. 
The d iv i s ion  i s  f u r t h e r  responsible f o r  the  procurement of suppl ies  and equipment, t h e i r  
issuance and maintenance. 
support t o  these  operations including procedures wr i t i ng ,  forms design, records management 
and reproduction se rv ices ,  and i s  responsible f o r  the enforcement of an Act t o  Regulate the  
Sale of Firearms of less than f i f t e e n  (15) inches i n  length House B i l l  622 (AM.). 

The d iv i s ion  i s  f u r t h e r  responsible f o r  planning and providing 

- __I- 
- 

1. This f i l e  contains t h e  following documents: ( include form numbers and t i t l e s ,  if W ,  
and f i l e  arrangement 1. 

Qocuments r e l a t e  t o  Revenue Collections by t h e  Department. 

Includes only Collections Submittal DPS-704-5173 

F i l e  arranged - Chronological . .  I 

. .  . ~.~ - .  , .  . , ,  - .  . .. . .. , 

, . . .~ -.. . . ~ .  .- .. .- ,  . ,  

. -  . .. 

: I  
. .. -. 7 ’  

~- .. 



.. 

1 4 .  Is tbe r  a dupl ica t ion  of t h i s  keries i n  another o f f i c e  o r  agency? Office 4f [ X I  

[ X I  

[ I  

; '  
origina7 t ra  sac t jon .  

c,ej .'. 3. I 
Attach copy of summary o r  publ ica t ion .  $: ~ o c ~ o t ~ S : i ~ ~ c r a e C ~ d ~ ~ S a n n u a l  repor t s  a l so  

16. Does t h e  s e r i e s  contain class'ified informatiori requirBng secu r i ty  handling? 

15. 1s the b $ € o d & i o n  lcontained i n  t h i s  s e r i e s  ever  summarized or published? 

17. Does t h e  s e r i e s  i n i t i a t e ,  amend or  terminate  agency po l i c i e s  and procedures? .. [ ] 

18. Could the  
. .  

..I 

funct ion be performed i f  t h e  f i l e s  were lo s t  o r  destroyed? [ X I  

[ I  

[ X I  

[ XI 

19. Is t h e  s e r i e s  (or major por t ion  of  i t) regular ly  microfilmed? If yes ,  why? 

20. Does t h e  record s e r i e s  .krovide da ta  as input  t o  an EDP f i l e ?  Fiscal  In fo r  
.~ 

21. 

22. Has t h e  Federal Government i ssued  in s t ruc t ions  governing t h e  retention/dispo- 

Does t h e  record s e r i e s  contain documentation produced as EDP pr in tout?  
Revenue's Report. 

. [ ] 
. .  . .  ~. s i t i o n  of these  f i l e s?  . ~. 

.~ ~ .. ~ . r l  

23. W i l l  . there  be a need f o r  these  records 10, 15  years from now? I f  yes. what? 

2 , y e a r s :  
~~ ~- 

24.  REQUIREMENTS. -The fol lot j ing requires  the f i i e s  t o  be k e p t  
~ .. . .. . ,  .~ .'T..., -, . .  

a. []STATE b .  [ ]STATUTE -OF c .  BAUDIT d.  [IFEbE'RAL e'; RADMINISTRATIVE f'. [ ]HISTORICAL 
- . -  . .  

LIMITATION . ~ PERIOD . ' LAtr DE C I  S I O N  'VALUE 
I .  , .  LAW 

(C i t e  Law, S t a t u t e ,  or other  reason f o r  the re t en t ion  requirement) 

Series supports f i s c a l  funct ion therefore  is needed to  c l e a r  aud i t  i n  Treasurer 's  Office.  

- - _- -__ -- .I -I_______-__ 

25. AGENCY RECOMMENDATIONS. T h i s  agency recommends tha t  the  f i l e  s e r i e s  be cut  of f  a t  the enc 
of each -[]CALENDAR YEA3 -mFISCAL YEAR -[]OTHER -- ,then : 

[ 1 Hold i n  t h e  current  f i les  a rea  
[ 1 Transfer  t o  [ 1 S t a t e  Records Center [ 1 Local Holding Area; hold year(s): 
[ 1 Destroy. 
[ 1 Transfer  t o  State Archives f o r  permanent re ten t ion .  
[ I Destroy immediately after cut-off.  
[ X I  Other: (Specify)  

~ ' month(s)/ y e a r ( s ) :  

Treasurer 's  Off ice  _I Copy: 
Cut off  each f i s c a l  year ;  hold i n  current  f i l e s  area 1 year o r  u n t i l  s ta te  aud i t  has been 
completed, whichever- is  later t r ans fe r  t o  records center ,  hold 1 year;  then destroy.  
Off ice  of Ori-a1 Transaction: 
whichever is- later;  then destroy. 

Cut off  each N; hold i n  CFA 1 yr .  o r  u n t i l  aud i t  is  completl 

(Indicate b r i e f l y  rationale for recomnendations,pbove/or . -  write additional remarks )  : 

]STATE R E C O R D a  


